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Attention: Scheduling Section. 

4. Dates of Series 
Earliest Latest 

. 1981 I w e s e n t  

FOR AGENCY USE 1. Agency Address FOR RECORDSMANAGEMENT USE 

Department of Education Application Number 

Office of Administrative Services 
F isca l  Services Division Date Received Date Completed 

8 1 - 4 4 0  - A  
Accounting Services Section inv OiW O E C  1 9 1 9 8 3  I " "  

Q A I l  ? ' 1084 Telephone Number 2. Person to Contact Working Title 
Control Section Supervisor 656-2507 Clinton E. Thompson 

5. Records Series Title (followed by title used in office; if different) 

C o n d  Section Ledeer F i l e s  

~ 

Amend present schedule t o  include the 
ledger files on microfilm. 0 Establish Retention Schedule; record will continue to accumulate. 

0 Dispose of present accumulation; no further accumulation anticipated. b. ~ 

No Change 

7. Record Ser.ks Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: No Change I 
Included are: Copies of FACS and grants general ledgers, journal vouchers, -reports, i n t e r f ac  

between grants sub-system and FACS, and other re la ted grants documents, as w e 1  
microfilm copies; all EDP mint-outs  from t h e  FACS and vrants systems. 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old 2 : Thirteen to twenty-four months old 1: 
twentyfive months and older . l l y  

9. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legalsize drawers ;Shelves :Other(qiecifyJ 32 LU* 

AR-50-71. Rev. 76 ( O b d  

i 



'ES 

X 

11. Retention Requirements The following requires the series to be kept: 

d. Audit period ~ ~~ ~ ~ years. a. State Law 
years. b. Statute of limitation years. e. Administrative need 

c. Federal law years. f. Federal retention instructions -~ -years. 

Attach copy or exDeri of laws or regulations. Explain administrative need. 

~ ~~ years. .~ ~ -~ 
~ ~~ ~~ 

3 

Federal retention requirements requtre that these records be maintahed for a period of 
3 year? after date of submission o f  annual or final expenditure report or after final 
disposition of nonexpendable personal property. 
periods. 

Some grants extend for three-year 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 'Q Fiscal Year; 0 Other then, 

Hold in the current files area month(s) year(s1 until State and Federal audits are 
0 Transfer to local holding area; hold 
[If Transfer to State Records Center; hold .6 year(s1; then 
I3 Destroy. 

Transfer to State Archives for prmanent retention. 
[If Other (Smifyl 

--year(s); then completed; then 

~ 

~- ~~ 

NO 10. Ouestionnaire (Place an "X" in the proper mlumn) . 
e a. Is t h i s  the official mpy of the series? 

b. Does the series contain mnfidential information requiring security handling? If  yes, cpe law or regulation. 
If not. where i s  it? 

- 
x 

These instructions apply to al l  prior and future accumulations of the series. 

agency HeadIDesignea (Signature1 I Date I Remrdr Management 0ffice1 (Signature] I Date 

dL 
// l/d&l/h \ I  

%ts R W ~  cpmmittee ~~ignahtm~ Date Y v 
3ecommendationr in para- > 
vaph 12 are approved. 
If disapproved. attadr lettw 
tf explanatim.1 Secretary of Statehignee 

State Auditorhignee 

Attorney GenerallDesignee 
3-50-71; Rn. 76 s / r  



APPLICATION FOR RECORDS RETENTION SCHEDULE r .  

Record Scrier Description 

DocvmnUrelati~to: 

This file contains the following documents (inch& form numbersand rids, ifany): 
Attach smples of the file. 

Contro l  1 i n g  account ing sub-systems. 

OFFICE OF THE SECRETARY OF STATE 
W A R T Y E W  OF ARCHIVES AND HISTORY 

REWROS MANAGEMENT DIVISION 

Indudedare: 

i n t e r f a c e  between gran ts  sub-system and FACS, and o the r  r e l a t e d  grants  documents. 
A l l  a r e  EDP p r i n t - o u t s  from the  FACS and gran ts  systems. 

Copies o f  FACS and gran ts  general ledgers, j ou rna l  vouchers, repor ts ,  

FOR AGENCY USE 1. M n w  Mdreu 
Department o f  Education 

F i s c a l  Services D i v i s i o n  
O f f i c e  o f  Admin i s t ra t i ve  Services 

Accounting Services Sect ion 

~ l i d M  mte 

,lication Numbw 

Fileisarrawd: Chrono log ica l l y  by f i s c a l  year; thereunder numer ica l l y  by repo r t  numbers. 

FOR RECORDSMANAGEMENT USE 
h l i c a t i o n  Number 

0 
Dsn Received BI-Wl mte Completed 

N O V  1 6  1981 1 VE~C I 6 1981 

Monthly Reference Rate 

One to six months old 

twentyfive months and older ? 
Annual Rata of Accumulation of R.eords 
Letter-size drawers ; Legakin drawers :shelves :Other(specify)30 CU. F t .  

How often are remrds referred to which are: 

; Seven to twelve months old : T h i n  to twenty-four months old 

-M-7(. R.r 76 - 10-1 

A t  

- _ _ _ ~ -  - i 

Dater of Series 
rliest . Latest 

1981 I present 

5. Records Sties Title (followed by title used in office; if different) 

Contro l  Sect ion Ledger F i l e s  



~ 10. ( L t n i i i r e  fptace an "x" in the p o m r  column) 
a. I s  this the official mpy of the seriet? 

b. Doer mC series mntain confidential information requiring nanity handling? H yes, &te law or regulation. 

c. Is this a vital record? 
d. Does t h i s  series have historical or long term research value? 
a. When one or two docUmenk in the fik make it mceru~y tp keep me .nth file for a long Period, could t ime 

* 
If  not. *ere is it? 

documents be sched llkd sem ratelv? 
-ies ever wb l ished? I f  ves. W mov. 

~ If ves.atta ch cow. 
i 

g. I s  the information mntained in th is  series ewer mlyytad  and/or mmrded in a summarized repart? 

h. I s  there a duplication of th i s  series in your off ia. or in another Mia or agency? 

1. Retention Requirementl The following requires the series to be kept: 

a. Sta:e Lsw % - years. d. Audit period ye; 
b. Statute of limitation wars. e. Administrative need yei 
c Federalbw years. f .  Federal retention instructions A v e i  

Attach mpy or exert  of laws of regulations. Explain administrative need. 

Some-federal grants extend fo r  up to three ( 3 )  years. 

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; M Fiscal Year: 0 Omer then, 

After a u d i t  completion 
0 Hold in the current files area monthkl yearfsl; then 
0 Transfer to local holding area; hold 
Ol Transfer to State Remrds Center; hold L v e a r ( s 1 ;  then 
ca Destroy. 
0 Transfer to State Archiws for permanent retention. 
0 Other Bwcifyj 

vear(s1; then 

These instructions apply to a11 prior and future accumulations of the rcries. 

I 
R--50-71; R.r.76 


